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Dear Mr. Hocevar: 

RE: In-State Vehicle Rental Services 
L 19665 T 

This is official notification that the In-State portion of the contract referenced has been awarded to you on 
the basis of your bid submitted to the Division of Administration, Travel Section. Enclosed is a copy of the 
Contract Award. The contract shall be effective for a period of twelve (12) months beginning July 1, 2005 
to June 30, 2006 or until such time as State Travel informs you by thirty (30) days written notice that this 
contract will be cancelled. 

The vendor understands and agrees that the specified usage is a non-binding estimate. If a list of 
distributors was submitted with your bid proposal, it will be your responsibility, as prime contractor, to send 
copies of this award to each distributor. Prior approval from the Division of Administration, Travel 
Section, must be obtained before additional distributors may be added. If you have any questions 
concerning the above referenced Ne, please contact Tammy Toups at (225) 342-8039. 

Sincerely, 

Denise Lea 
Director 

DL:TT:pj 

Enclosure 

1201 N. Third Street Suite 2-160 
POST OFFICE BOX 94095 BATON ROUGE, LA 70804-9095 

(225) 342-8010 Fax (225) 342-8688 
AN EQUAL OPPORTUNITY EMPLOYER 



PURPOSE 

This mandatory contract is for vehicle rental services within the United States for State of 
Louisiana agencies, boards and commissions, colleges and universities' employees traveling on 
official state business or those persons authorized to be on official state travel. For the purpose 
of this document, "traveling on official state business" shall be defined as all travel paid for by 
the State of Louisiana or travel that is performed for the best interest of the State. Services 
shall include, but are not limited to the requirements contained herein. Services set forth that 
contain words "shall" or "must" are mandatory and shall be provided as specified with no 
alteration, modification or exception unless an alteration, modification or exception would 
enhance the services provided to the State of Louisiana. 

BACKGROUND 

In 1988 the State of Louisiana established a centralized Travel Management Program to 
oversee all official state government travel. The State of Louisiana has over 60,000 
employees, with approximately 30,000 that travel in the performance of their jobs. In the 
past, vehicle rental services have been handled , ~ o u g h  offers as a "menu" type account. The 
State of Louisiana will not require any insurance through the vehicle rental agency, as the State 
is self-insured through the Office of Risk Management. 

ANNUAL ESTIMATED VOLUME 

In-State Estimated Volume - $500,000 
Out-of-State Estimated Volume - $700,000 

Note: During F/Y 2004, the state contract rental volume was approximately 1.2 million 
dollars. Since this is the State of Louisiana's first vehicle rental contract, volume information 
is based on data available. Louisiana's annual airfare volume for 2004 was 13.8 million. 
Also, the State makes no guarantee as to amount or type of vehicles to be rented under this 
contract. 

SCOPE OF WORK - GENERAL COMPANY REQUIREMENTS 

Contractor shall maintain a sufficient number of vehicles on hand to meet the needs of State's 
travelers with advanced reservations. Contractor shall secure, maintain and pay for all licenses 
required to provide the services referenced herein, if any, whether they be federal, state or 
I ocal . 

Contractor shall have a toll-free telephone number 2417 available for accepting reservations at 
no cost to the State. Contractor shall have on-line booking options through a secured Internet 
site capable of displaying and booking the state's contracted rate. Reservations should also be 



allowed via individual rental locations or by the State's contracted travel agency. Reservations 
shall guarantee vehicle availability including automaticlno-added cost upgrades in those cases 
identified herein. Reserved vehicle will be held for three hours after the traveler's estimated 
time of arrival prior to release. Whenever possible, the state's traveler andlor reserving travel 
agency will advise the contractor of any change of travel plans necessitating vehicle rental 
cancellation or delayed pickup, a minimum of eight hours in advance, however, in no situation 
shall the State be liable for payment of "no shows" andlor cancellation for all rentals reserved 
under this contract. 

Contractor shall provide a designated customer service representative, accessible 2417 by a 
toll-free telephone number and e-mail, to handle questions, incidents, and customer service 
matters for all State of Louisiana travelers. 

Contractor shall have an "express" service, at no extra cost, which accepts a state identifier 
code, which will be given to ensure contract pricing at time of rentals. This "express" type 
service shall be given in order to minimize the traveler's time in the pickup and return of 
vehicles by allowing the traveler's recordlinformation to be kept on file to enable the 
employees to skip the lines and paperwork, along with faster reservations at most locations. 
Details of your "express" service should be submitted. 

Reservations for State of Louisiana travelers shall be confirmed with the same priority as 
reservations are confirmed for other travelers. 

NON-AIRPORT LOCATIONS - LOUISIANA IN-STATE: 
Contractor SHALL have a participating location in Baton Rouge, New Orleans, Shreveport, 
Monroe, Alexandria, Lafayette and Lake Charles. All participating locations shall provide at 
least eight (8) hours of service compatible with the State's core working hours, 8 a.m. to 
5 p.m., Monday through Friday. Holiday schedules should compliment the state's schedule. 
Emergency services outside the normal working hours will be provided by the contractor 
through the traveler's 24 hour, toll-free telephone number. 

Contractor shall have provisions for serving disabled travelers which are in compliance with 
the Americans with Disabilities Act (ADA), such as: wheelchair-accessible rental locations; 
wheelchair-accessible shuttles equipped with lift to take disable travelers to pick up rental 
vehicles or rental vehicles brought to disable travelers and hand controls installed on rental 
vehicles for reservations made 48 hours in advance. There will be no additional charge 
allowed for any special request outlined in this section. 

If a contract vendor does not have the "reserved vehicle" type available when a traveler arrives 
at the rental location with a confirmed reservation, the vendor is required to provide the 
traveler a free upgrade to the next higher vehicle class. In this case, only the price of the 
traveler's requested car class may be charged. 

Each rental agreement will be required to be signed by the traveler solely for the purpose of 
evidencing the delivery of the vehicle, to provide the time and place of return of the vehicle, 
the applicable contract rate and the computation and method of payment of charges. In the 



event of a conflict in the terms of the signed rental agreement and this contract, this contract 
shall prevail. 

A completed copy of the agreement form showing total charges to be billed shall be provided 
to the traveler. For after hour vehicle return, the contractor shall fax a legible copy of the 
agreement showing all of the charges incurred to the traveler by the next business day. 

At the daily contract rental rate, contractor shall rent to any person as defined above who 
possesses a valid drivers license and is at least 21 years of age or older and these rates shall be 
applicable three hundred sixty five days a year without regard to holidays or specific days of 
the week. The contractor shall also allow an additional driver(s), which would include any 
fellow state employee, under that same terms and conditions of this contract with no additional 
paperwork. The additional driver(s) should be identified at time of vehicle rental, or through a 
notification to the contractor's toll free telephone number. No additional pre-qualification shall 
be required either via verbal or written inquiry and NO surcharge(s) shall be added under any 
condition. A copy of your policy is to be submitted regarding any additional driver other than 
a fellow state employee. 

Contractor will have an on-line service directory that shows at a minimum all participating 
contractor's locations, hours of operation and services available. If a rental location is moved 
to a new address or is closed, or a new location is opened, the contractor shall provide notice 
to the State Travel Office thirty days prior to the change. If the contractor cannot provide 
thirty calendar days' prior written notice, notification should be given as soon as possible. 

For the purposes of contractor performance, participating franchises are considered to be 
subcontractors to the contractor. Contractor and contractor's participating franchises agree to 
the terms and conditions of the contract and all offers submitted by the contractor. 

The State of Louisiana's travel policy states that only a compact model is reimbursable unless 
the vehicle will be used to transport more than two persons. Therefore, compact is our 
primary rental with intermediate size being secondary. The contractor's fleet shall not exceed 
twenty-four months in age and/or an odometer reading of 30,000 miles. Minimum standard 
equipment shall include automatic transmission, power steering, air conditioning, air bags and 
all season radial tires. The vehicle shall be properly licensed, equipped and maintained to meet 
all federal, state and local vehicle safety standards, codes and ordinance. At time of rental, 
vehicles shall be clean (inside and outside). Vehicle will be furnished with an initial full tank 
of gas. 

Maintenance and operating expenses, except gasoline, shall be the responsibility of the 
contractor. Operating maintenance will be conducted in accordance with manufacturer's 
requirements, industry standards, and all applicable laws. 

The only operating expense that State's travelers shall be responsible for is gasoline, upon 
return of the vehicle. If fuel charges are necessary, it shall be based on actual, not estimated, 
fuel consumed rather than a fixed fuel service charge. State and local sales taxes required to be 



paid directly by consumers will be charged where applicable. When applicable, weekly 
discounts will be calculated and applied. 

The following types of cars in the car classes are standard for the State of Louisiana contract. 
The contract vendors shall include these types of cars or similar models. 

Compact: Chevy Cavalier; Dodge Neon; Ford Escort; Hyundai Elantra; or 
similar model; 

Intermediate: Dodge Stratus; Hyundia Sonata; Mazda 626; Oldsmobile Alero; 
Pontiac Grand Am; or similar model; 

Full-size (2- or 4-door): Buick Century or Regal; Chevy Monte Carlo; Dodge 
Intrepid; Ford Taurus; Pontiac Grand Prix; or similar model; 

Premium: Cadillac; Lincoln 

Minivan (7-8 Passenger): Chevy Astro or Venture; Dodge Caravan or Grand 
Caravan; Ford Windstar; Plymouth Grand Voyager; Pontiac Montana or similar 
model; 

Fifteen Passenger Vans - In-State Use Only - Please specify fleet available. 

A fleet guide is to be submitted including the average agelmiles of fleet and the percentage of 
fleet which is compact. 

Area road maps are to be furnished free upon request at the rental location. 

If the traveler brings to the contractor's attention any unsafe condition or unacceptable 
conditions that is in violation of contract specifications, a suitable replacement vehicle shall be 
provided immediately at no additional charge. Also, contractor is to note any vehicle damages 
prior to vehicle leaving rental location. 

Contractor shall have a 24-hour, 7 day a week emergency roadside service hot line available, 
anywhere in the United States, with no additional fees being charged. This hot line number 
shall have the capability to immediately dispatch a service vehicle andlor a replacement vehicle 
to put the vehicle renter back in service. If a vehicle becomes substantially impaired or unsafe 
to operate due to a mechanical breakdown, in traveler's judgment, while in possession of 
traveler, contractor shall immediately replace the vehicle upon notification by traveler, at no 
extra charge. Contractor shall deliver the replacement vehicle to a location determined by 
traveler. Contractor shall be responsible for all repairs and towing of vehicle. If the vehicle 
becomes substantially impaired or unsafe to operate due to an accident or physical damage 
while in the possession of traveler, contractor shall deliver a replacement vehicle to a location 
determined by participant at no extra charge. 

In case of an accident, the traveler will notify the police andlor medical response if needed. 
After the police have arrived and filed an accident report, the traveler will contact the rental 
location as soon as possible and complete an accident report form, if necessary. Traveler will 



notify the contractor of the time, place and nature of the accident or damage, the names and 
addresses of parties involved persons injured, witnesses, owners of property damage, the place 
at which contractor may examine the vehicle and such other information as may be known by 
traveler, as required by rental contractor. 

The State of Louisiana requires that the contractor make every effort possible to report any 
caseslaccidents to the State of Louisiana, Office of Risk Management at 225-342-8472 within 
thu-ty days of claim filed. 

The State's travelers agree that rental vehicle will not be used: 

By a driver who is under the influence of alcohol or any prohibited drugs for any 
illegal purpose. 

To push or tow another vehicle. 
To carry passengers or property for hire. 
In a test, race or contest. 
By an unlicensed driver. 
Outside the continental United States except where such use is specifically 

authorized by the rental agreement. 
Off paved, graded or maintained roads, or driveways, except when the contractor 

has agreed to this in writing beforehand. 
By the driver who allows more passengers to occupy the vehicle than there are 

seatbelts or who does not require all passengers to comply with applicable 
seatbelt and child restraint laws. 

By a driver under the age of 21. 

Payment for vehicle rentals may be made by one of the following: 

1) Individual Liability Corporate Card 
2) Personal Credit Card 
3) Direct Bill to Agency 

Contractor shall accept a state sponsored corporate purchasing andlor travel card for payment 
of rental charges, currently VISA. All corporate cards are embossed with the State of 
Louisiana and with the individual traveler's name. Some agencies may wish to rent a vehicle 
in the form of a monthly direct bill to the agency or the traveler may pay for the vehicle with a 
personal credit card. The method of payment will be determined at the time of reservations. 

For those agencies requiring monthly billing, the Contractor may invoice the agency at the 
billing address designated by the agency. Payments will be made by the Agency within thirty 
(30) days after receipt of a properly executed invoice, and approval by the Agency. Invoices 



submitted without the referenced documentation will not be approved for payment until the 
required information is provided. Invoices shall contain, at a minimum, the following 
transaction information: 

Contract and/or order number 
Using Department 
License Plate Number 
Delivery Date and Time 
Odometer at time of Delivery 
Return Date and Time 
Odometer at time of Return 
Reservation Number 
Driver's Name 
Renting City 
Return City 

Contractor will charge only the contract price for a 24-hour round trip rental of vehicle at ALL 
rental locations. Rate includes all charges for reservations, shuttle service, unlimited mileage, 
and one-day rentals. If contractor requires a drop-off charge for out-of-state vehicle rentals, 
please list on price page where designated. Contractor's invoice may show city surcharge, 
airport surcharge/concession fees and other federal, state or local governmental charges. Such 
charges shall be on a pass-through basis and not subject to contractor's markup. 

Overtime rentals should have a 59-minute grace period. Charge of % daily rate (up to daily 
rate) for each additional hour after grace period. 

IN-STATE RENTALS ONLY 

When using the in-state portion of the contract, participating Louisiana locations will pro,vide 
delivery of vehicle or transportation for the traveler to and from the traveler's work location 
andlor home with advance notice to the rental location. 

For rentals that require a vehicle to be delivered the evening prior to reservation date, the 
Contractor may only charge for the reservation time or actual time of rental requested, not 
from timeldate of delivery. 

There will be no drop-off fees or mileage charges allowed on one-way rentals between any two 
Louisiana locations. Therefore, drop off charges will not apply for vehicles rented and 
returned in Louisiana where contractor has rental locations. Drop off charges may apply when 
rented in Louisiana and returned in another state. If so, indicate drop-off charge on price 
page where designated. 



REPORTING REQUIREMENTS 

Contractor shall furnish to the State Procurement Office quarterly reports of goods and 
services provided in this contract. Reports shall provide, at a minimum, information in the 
following specific categories: 

Vehicle Size 
Quantity Rented 
Number of Days Rented 
City of Rental 
Unit Price 
Total Dollar Amount 
Expenditures by Location 
One-way Rentals 
Booking Source 
Method of Payment 

Reports will be due by the 15" of the month following the end of each calendar quarter. All 
reports not in Excel format shall need to be a format accepted by the State. 

Contractor shall maintain and keep all accessible records relevant to Contractor's performance 
of the contract for a minimum of FIVE years, or such longer period as may be required by 
applicable law following expiration or termination of the contract, or until the conclusion of 
any audit, controversy or litigation arising out of or related to the contract, whichever date is 
later. 


